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Administrative Regulation Amendment 
 

The following Administrative Regulation was amended by the District Catalog Common Pages 
Committee and announced on October 19, 2023: 
 
2.3.6 Withdrawal 
 
The Office of Admissions and Records/Office of Student Enrollment Services provides information 
about the withdrawal process. To withdraw from a course or courses from the college, students must 
follow approved procedures as outlined below. The official date of withdrawal is the date the 
withdrawal is received in the Admissions and Records Office/Office of Student Enrollment Services. 
Withdrawal from a course (or courses) does not automatically qualify for a refund of tuition and fees. 
Tuition and fee refunds will be calculated based on 2.2.10 Refund Policy or reviewed under the 
refund appeal process. Never attending is not an allowable refund exception or an excuse of the debt 
incurred through registration. 
 
 
TYPES OF WITHDRAWALS 
 
STUDENT WITHDRAWAL:  Is a change in the student’s course schedule where one or more 
courses are withdrawn before the end of the term. 
 
FACULTY WITHDRAWAL:  Occurs when a faculty member withdraws a student. 
 
COMPASSIONATE WITHDRAWAL:  Is considered when a sudden emergency or severe change 
in personal circumstances, result in an inability to continue/complete courses. The student provides a 
written statement of their situation and any documentation to support this request if applicable (e.g. 
death certificate, accident report, etc.). 
 
MEDICAL WITHDRAWAL:  Is considered when there is an unexpected serious illness or injury 
that prevents the student from continuing with their course or courses. The medical withdrawal policy 
covers physical health and mental health difficulties. 
 
All applications for compassionate and medical withdrawal that are submitted by the student, or on 
their behalf, require thorough and credible documentation. An approved medical/compassionate 
withdrawal request will result in a special note line indicating the nature of the withdrawal on the 
student's official transcript. Medical and compassionate withdrawal applications and supporting 
documents are retained for at least five years and filed securely. If a request for refund has also been 
made, further assessment is done to determine eligibility. 

https://district.maricopa.edu/regulations/admin-regs/section-2/2-2#10
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LEAVE OF ABSENCE:  Assists and encourages students to return and graduate after an absence 
due to military deployment, service on an official church mission, or with a foreign aid service of the 
federal government. If your absence is due to this or any other reason, you may be eligible to return to 
a Maricopa College through a quick re-entry process, which permits students to enroll without 
submitting a new application if they previously attended a Maricopa College. If the leave of absence 
is due to military commitments, students should also reference Administrative Regulation 2.2.3(3). 
 
WITHDRAWAL OF FINANCIAL AID STUDENTS 
Withdrawing can have implications for certificate or degree completion, future registration, financial 
aid eligibility, and return of financial aid funds. In accordance with federal regulations (34CFR 
668.22), a student may be required to repay federal financial aid funds if they completely withdraw or 
are withdrawn, or fail to earn a passing grade from all courses during a semester. This could affect a 
student’s ability to receive financial aid in the future at Maricopa or any school. 
 
Prior to submitting a request for any withdrawal or leave of absence, students are encouraged to meet 
with a college advisor about the potential impact related to the student’s academic progress. Students 
using financial aid, VA education benefits, or active-duty tuition assistance should contact their 
Financial Aid and Veterans Services offices to review possible impacts to their funding. 
 
 
Withdrawal Procedures 
 
Withdrawal from Specific Courses 
A student may officially withdraw from specific courses in the following ways: 
• The prescribed time limits are for full semester courses. Time limits for courses which meet fewer 

than sixteen (16) weeks are adjusted accordingly. See Important Deadlines for Students. Failure to 
file an official withdrawal form may result in failing grades and responsibility for course tuition 
and fees. Tuition and fee refunds will be processed based on the 2.2.10 Refund Policy. 

• Through the 7th week*, a student may initiate an official withdrawal from any course by 
completing the withdrawal process online using the student self-service system or by submitting a 
course withdrawal form to the Admissions and Records Office/Office of Student Enrollment 
Services in accordance with the published deadlines. A grade of W (withdrawn, passing - not 
computed in the grade point average) will be assigned. 

• After the 7th week, a student must initiate a withdrawal request with the faculty member. If, after 
consultation with the student, the faculty member approves the request, a grade of W (withdrawn, 
passing - not computed in the grade point average) or Y (withdrawn, failing - computed in the 
grade point average as a failing grade) will be assigned. If the request is not approved, the student 
will remain in the course. 

A student has the right to appeal a withdrawal decision according to the approved procedures. Steps 
outlining the process are available in Appendix S-6. 

https://district.maricopa.edu/regulations/admin-regs/section-2/2-2#3
https://www.ecfr.gov/current/title-34/subtitle-B/chapter-VI/part-668/subpart-B/section-668.22
https://www.ecfr.gov/current/title-34/subtitle-B/chapter-VI/part-668/subpart-B/section-668.22
https://district.maricopa.edu/sites/district/files/documents/pdf/public-stewardship/S_12.pdf
https://district.maricopa.edu/regulations/admin-regs/section-2/2-2#10
https://district.maricopa.edu/regulations/admin-regs/section-2/2-2#10
https://district.maricopa.edu/regulations/admin-regs/appendices/students/s-6
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Complete Withdrawal from College 
Students electing to withdraw from the college must contact the Admissions and Records 
Office/Office of Enrollment Services no later than two weeks* before the end of the last class 
meeting and may be required to file a written request. 
 
A grade of W will be assigned in all courses for students who withdraw by the end of the 7th week* 
of classes. Withdrawals completed after this time will result in a grade of W (withdrawn, passing – 
not computed in the grade point average) or Y (withdrawn, failing – computed in the GPA as a failing 
grade). 
 
*The prescribed time limits are for full semester classes. Time limits for classes which meet fewer 
than sixteen (16) weeks are adjusted accordingly. See Important Deadlines for Students. Failure to 
file an official withdrawal form may result in failing grades and responsibility for course tuition and 
fees. Refunds will only be processed within the refund period. 
 
Faculty Withdrawal Procedures 
A faculty member has the option of withdrawing a student who has accumulated unofficial absences 
in excess of the number of times indicated in that faculty member's attendance policy in the course 
syllabus (see AR 2.3.2). A grade of W (withdrawn passing - not computed in GPA) or a grade of Y 
(withdrawn failing - 0 grade points per credit hour) may be assigned in accordance with the course 
syllabus. 
 
Faculty members electing to withdraw students must record the withdrawal through the online 
system, including last date of attendance and withdrawal code. Students withdrawn for excessive 
absences may be reinstated only with the approval of the faculty member. Any impact on attendance 
that is protected by the exercise of students’ rights under ADA/504, Title IX, Title VI, or other 
recognized law or policy do not count as unexcused absences for the purposes of instructor-initiated 
withdrawals for lack of attendance/participation. Requests for withdrawals should be referred directly 
to the college of enrollment. 
 
Also See:  2.2.10 Refund Policy 
 
TECHNICAL CHANGE thorough Direct Approval by the Chancellor, September 28, 2023 
TECHNICAL CHANGE, September 25, 2023 
TECHNICAL CHANGE, July 11, 2023 
AMENDED through the Administrative Regulation Process, June 12, 2023 
AMENDED through the Administrative Regulation Process, May 20, 2014 

https://district.maricopa.edu/sites/district/files/documents/pdf/public-stewardship/S_12.pdf
https://district.maricopa.edu/regulations/admin-regs/section-2/2-2
https://district.maricopa.edu/regulations/admin-regs/section-2/2-3#2
https://district.maricopa.edu/regulations/admin-regs/section-2/2-2#10

